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Subj:  GUIDELINES FOR FINANCIAL PLAN SUBMISSIONS AND OPERATING 

       TARGETS (OPTARs)

Encl:  (1) Expense Elements
1.  Purpose.  To establish guidelines for preparation and submission of an Annual Financial Plan and management of OPTARs. 

2.  Cancellation.  NAMTRAGRUINST 7330.1W.  This is a major revision.  Changes are not shown.

3.  Scope.  This instruction applies to NAMTRAGRU OPTAR holders, Department Heads, Commanding Officers, and Officers in Charge who receive OPTARs from NAMTRAGRU Commanding Officer.

4.  Policy.  NAMTRAGRU receives an annual Operations and Maintenance, Navy operating budget, which provides funds to finance day-to-day operations and maintenance.  NAMTRAGRU Commanding Officer retains legal responsibility under 31 U.S. Code, Section 1517, for all obligations incurred.  OPTAR holders are granted administrative control of OPTARs.  They are authorized to obligate funds against OPTARs and are responsible to the Commanding Officer.

5.  Responsibilities

    a.  OPTAR holders will:

        (1) Develop and execute an annual financial plan.

        (2) Update Financial Plan when required.

        (3) Establish required records and files.

        (4) Submit required reports.

        (5) Use funds efficiently.

        (6) Advise the Comptroller if OPTAR funds become over‑obligated.
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        (7) Ensure the propriety of obligations.

        (8) Retain requisitions, receipts, and OPTAR records for current and five prior fiscal years.

        (9) Perform quarterly obligation reviews.

        (10) Ensure controls are in place to prevent fraud, waste, and abuse.

        (11) Backup and safeguard data files.

    b.  OPTAR holders will use OPTARs for supplies, equipment, printing, rentals, and services in support of training.  See enclosure (1) for a detailed list of expense elements.

6.  OPTARs will be issued quarterly and will usually be available on the first day of the quarter.  OPTAR balance will be zero at the end of each quarter unless authorized by the Comptroller.  Submit requests to reprogram funds three weeks before the end of the quarter.  Small balances caused by last‑minute price changes are exempt from the above procedures.  Funds may not be carried forward past the end of the fiscal year.

7.  The following Standard Operating Procedures apply:

    a.  COMPTSOP 7330-1, Financial Plans Submission.

    b.  COMPTSOP 7330-2, Budget Execution.

                                  //s//

                                F. J. SMITH

                                By direction

Distribution:

NAMTRAGUINST 5216.1B (Lists I and II)
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Expense Elements Descriptions

J    Transportation of things – Obligations for transportation of things by rail, truck, or other inland transportation.  Excludes transportation paid by a vendor.  Includes postage used in parcel post and charges for express package services, (that is, charges for transporting freight).  It excludes postage for mail.

M
Rent - Obligations for possession and use of equipment owned by others, except transportation and communication services. 

N
Communications ‑ Obligations for telephone service, telephone installation charges, and toll calls.

P    Purchased Equipment Maintenance (Commercial) – Maintenance agreements on government owned equipment, such as typewriters and copiers.

Q
Other Services ‑ Obligations for services not otherwise classified; excludes charges for services for the initial installation of equipment when done by the vendor.  Includes equipment maintenance, repairs, alterations, tuition, contracts for development of software of $25,000 or less, software, and hardware maintenance; includes obligations for postal services. 

T
Supplies and materials ‑ Obligations for items that are ordinarily consumed or expended within one year after they are put into use; items which are converted during construction or manufacture; items which are used to form a minor part of equipment of fixed property; includes charges for off-the-shelf software purchases of $25,000 or less.  Other property of little monetary value that does not meet any of these three criteria listed above may also be classified as supplies and material; includes office supplies, publications, ADP supplies and materials, chemicals, surgical and medical supplies, aircraft POL consumed during maintenance, clothing and clothing supplies, provisions, ammunition and explosives, cleaning and toilet supplies, materials, and parts.

V
Other POL – Obligations for petroleum, oil, and lubricants used for other than aircraft or ship propulsion, such as fuel used in heating, generating power, making artificial gas, operating motor vehicles, operating powered materials-handling equipment, labor-saving devices, and service craft.

W
Equipment ‑ Obligations for the purchase of personal

property of a durable nature; that is, property that normally may 

                                                 Enclosure (1)

NAMTRAGRUINST 7300.1X

be expected to have a period of service of a year or more after being put into use without material impairment of its physical condition; includes obligations for service for the initial 

installation of equipment when performed under contract; includes transportation equipment, furniture and fixtures, publications for permanent collections, tools and implements, machinery, instruments and apparatus, ADP hardware and off-the-shelf and custom software of more that $25,000, telecommunications equipment, and armaments.

Y
Printing and reproduction ‑ Obligations for contractual printing and reproduction, (including photocomposition, photography, blueprinting, Photostatting, and microfilming), and the related composition and binding operations performed by the Government Printing Office, other agencies or other units of the same agency (on a reimbursable basis), and commercial printers or photographers.  Includes all common processes of duplicating obtained on a contractual or reimbursable basis.  Also includes standard forms when specially printed or assembled to order and printed envelopes and letterheads.
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